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Hiring: Applicants may use their preferred name and self-identified gender in an application rather than their legal name or assigned gender. Any information in a background check that indicates a previous name or gender change cannot be used against an applicant. Be aware that gaps in job histories and missing references can be common due to transition time and/or discrimination.
Name and Pronoun Usage: All employees have the right to be addressed by their preferred name and pronoun. A court-ordered name or gender change is not required. Persistent and intentional refusal to use an employee’s preferred name and pronoun may constitute harassment. If you are unsure what name or pronouns are preferred by the employee, politely ask them how they would like to be addressed. Gender pronouns include he, she, they, or any other pronoun requested by the employee.
Identity Documents and Records: An employee’s name on email accounts, employee directories, business cards, ID badges, name tags, and similar items that don’t require a legal name should be updated to the preferred first name or initial of their first name. After a legal name change all records should be updated.
Confidentiality: Treat any information related to gender transition, including former names, medical procedures, or anything else, as confidential. The employee gets to decide when, with whom, and how much to share their private information and should not be asked invasive questions. If relevant, a best practice is to jointly develop a plan for informing coworkers of an upcoming gender transition. 
Restroom and Locker Room Access:  All employees have the right to use sex-segregated facilities in a manner consistent with their gender identity. No proof of gender shall be required to access facilities. Any employee who has a desire for additional privacy, including any non-transgender employee who does not want to share a multi-person facility with a transgender coworker, shall be provided with a reasonable alternative arrangement. During transition, an employee makes the decision of which facility is appropriate for them. Non-binary people should use whatever restroom in their judgement is the safest and most appropriate for them. 
Dress Codes: Employees have the right to comply with any dress codes or grooming standards in a manner consistent with their gender identity or expression. Ideally, dress standards should not be gender-specific.
Work Assignments: Assignment of job duties or disqualification from a position on the basis of an individual’s transgender status, related medical history, or non-conformity with gender stereotypes is not permitted. 
Health Care:  Healthcare plans must provide access to the same benefits for transgender and non-transgender employees and must not deny or exclude services on the basis of gender identity or related medical conditions.
TERMINOLOGY





Transgender: An umbrella term for people whose gender identity, expression, or behavior is different from those typically associated with their assigned sex at birth. Transgender is a broad and respectful term that is generally the most appropriate term to use. Trans is also acceptable. It is an adjective, not a noun.





Transition/Gender Transition: The period during which a person begins to live in their new gender. Transition may involve changes in name or gender pronouns, hormone therapy, medical treatment, or surgical procedures; however, none of these steps are required. 





Transgender man and transgender woman: Use these terms to refer to how a person identifies and lives today. For example, someone assigned male at birth who identifies as a woman is a transgender woman.





Nonbinary: some people do not identify as male or female, but rather as neither or as a combination. These folks may identify as nonbinary or genderqueer and may ask others to refer to them with the pronoun “they.”














CREATING A WELCOMING WORKPLACE FOR TRANSGENDER EMPLOYEES AND APPLICANTS











